
Click on Register



After reading the 
Registration Requirements 
click on “Continue” to 
proceed with creating your 
account.



To determine if your company 
location already exists, type all or 
part of your company name and 
select “Search”.



Since your company 
information does not exist, 
select “New Registration”.



After Reading the Memorandum 
of Agreement as defined by the 
City, select “Accept Terms”.

Note: If “Reject Terms” is 
selected you will be returned to 
the previous page. These terms 
must be accepted in order to 
create a new account.



1: Select “Use my Taxpayer ID 
Number” from the Verify My 
Locations by menu.

2: Select your Organization 
Type.

3: Select your Classification.

4: Enter your Company Name 
and click “Next” at the top right 
or bottom right of the page.

Notice that some fields have 
a red asterisk. These are 
required fields.



Complete all fields with red asteriks. 
Just like on the previous page, 
these are required fields. After 
entering your information, select 
“Next”.

Please be sure to enter a valid email 
address for your company. The City of 
Norfolk will be sending you valuable 
information regarding your account 
and upcoming bids via email.



Enter your correct Taxpayer ID 
(TIN), Taxpayer ID type and TIN 
Address. Select Next.



Complete your company 
address information for the 
administrator of your 
account.

Your contact information 
will be populated for you 
but can be edited here as 
well. After entering your 
information select next.



Next enter the address 
where you want to receive 
Orders. If this information 
is the same as your 
Account Administrator 
information you can 
automatically populate by 
checking the Account 
Admistrator button. 

After verifying your address and contact 
information select next.



Enter the address where 
the City should send 
payments to you. If this 
address is the same as 
the Account Admin or 
Ordering address you 
can automatically 
populate by selecting 
one these buttons.

After verifying your 
address and contact 
information, select 
next.



Enter your Billing Address 
Information. If the same as any of 
the previous addresses, the 
information can be automatically 
populated by selecting on of the 
address buttons here.

After verifying your 
information select Next.



The next steps will involve adding your business 
type and selecting the commodities that your 
business offers. This can be completed by 
selecting “Add” for each option.

In the Business Type section 
select “Add”.



As list of business types as 
defined by the City will be 
displayed. You have the option 
of selecting more than one 
business type. After selecting 
your business type select “OK”.

Note: You can use the Next 
link here to scroll through the 
complete business type 
listing.



Enter your certification 
information.

Next, select Add in the 
Commodity section.



A complete list of commodity 
codes based on the NIGP 
commodity listing will be 
displayed. There are also custom 
commodity codes that the City 
has defined. You can select 
multiple commodity codes to 
describe what your organization 
offers.

There is a robust search feature 
that will allow you to search by 
Commodity Code number or 
Description.

The “Next” link will allow you 
to manually scroll through the 
Commodity Code listing.

Click OK after making your 
commodity selections.



Click Next.



You will have the opportunity to view 
and print your account information 
prior to submitting your request to 
the City. After verifying your 
information, select Submit.

You can also select the Back 
button to return to any step in 
the process that requires 
revisions.



You will receive a congratulations 
message that your on-line 
registration is complete. If you 
created a new account be sure to 
submit your W-9 information to the 
City via fax or email. 


